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Public Web Interface



•Order priority
•Name
•E‐mail
•Bibliographic Information

•Title
•Author
•Format
•ISBN
•Price
•Publisher
•Year
•Edition—Is any available additional acceptable?
•Volume
•Series

•Department
•Hold
•Copies
•Remarks

Public Book Purchase 
Recommendation Form—
Submitting Requests



Liaisons/Selector’s Interface

MyUMBC Login



•Comprehensive view of all their 
funds
•Free balances for each fund
•New requests displayed in red
•Ability to view requests with any 
status and requests from past two 
fiscal years.
•Ability to place a pre‐approved 
order.

Liaison/Selector’s 
Functions

Order Statuses
•All manually input order 
begin as “New”
•Orders may be “Approved”, 
“Rejected”, or “Held for 
Review”
•Once received and printed in 
Acquisitions, orders are 
“Cleared in Acquisitions”



New requests are reviewed in mass on 
a single web page,
with a status selected for each

When finished reviewing new orders, 
they’re processed by clicking “Submit 
Requests”



• From the edit screen 
they can:
– Edit without taking any 
action on the order 
status

– Edit then approve the 
requests

– Clear the request 
entirely



Submitting Pre‐Approved Orders

Name and e‐mail are 
already filled in

Department selection is 
limited to those they have 
authority for

Otherwise this form 
is exactly like the 
form used by the 
public



Finding Information



Staff Interface



Monitoring Orders Awaiting Approval



Loading Collection Manager Requests



Receive File From Excel File From BNA

Presenter
Presentation Notes
Check file for missing data and fill in. Do a CM search if necessary to get info. Delete blank rows. Note number of rows. Save file with changes. 



Open Web Order System, Delete 
Contents From Load Table, Import 

Excel File Into It

Excel records are appended to the BNA Load table. 



Imported Data

Check for blank rows and missing data and fix. 

Presenter
Presentation Notes
Check for blank rows and missing data and fix. Run “CM Update to Our Format” Query, which inputs Order Status 8, “Cleared in Acquisitions,” Creates a created date of now, inputs the format “book,” inputs the requestor as “Collection Manager,”  and inputs the approver as status 163, “BNA Load”



Manipulating Imported Data

Run update query “CM Update to Our Format”, which inputs Order Status 8, “Cleared 
in Acquisitions,” Creates a created date of now, inputs the format “book,” inputs the 
requestor as “Collection Manager,”  and inputs the approver as status 163, “BNA Load”



Append Imported Data to Requests 
Table

Presenter
Presentation Notes
Run append query that maps and loads imported data into the main database.



Glitch Fix

Searches in our database don’t find records with no author given, so an additional 
update query is run to find all null author fields and change them to “‐‐‐‐‐”.



Setting Order Dispositions



Printing New Orders
Save Back‐up File



Print Orders



Update to “Cleared in Acquisitions” 
Status
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